CONTRACT CLASS PROGRAM GUIDE
Running a Payment Due Report (Instructors)

1. Gotoreservations.lacounty.gov.

reate an Account

S*reH

Home Activities Reservations Memberships My Cart

As Los Angeles
system with ne

County begins to reopen in accordance with guidance
pportunities to register for activities and make reservations

from State and local health officials to prevent the spread of COVID-19, we will be updating this

HOW TO CREATE AN ACCOUNT
In order to make your reservation or complete registration, you'll need to have a customer account. Click the link above for a step-by-step video for creating a new
account

FALL RECREATION CLASSES

From violin and martial arts to dance and fitness, there's a class for everyone. All

ges and levels
guidelines to keep participants safe and virtual classes to take from the comfort of home. Register now to reserve your spotl

Icome for in-person classes at your local park with COVID-19

EATON CANYON RESERVATIONS

Reservations are now available Wednesday to Sunday only. Timed entry reservations are required for entrance. Each reservation permits entry for one vehicle or
up to four people walking in. One reservation per household, per day, please. For que 5
for making your reservation by clicking HERE

ns, contact Eaton Canyon at (6 5420 or watch a step-by-step video

DOCKWEILER RV PARK RESERVATIONS

The Dockweiler RV Park is now accepting reservations! Park w
household, per day. To leam more about how we're reducing the risk of
Harbors at (800) 950-7275 or reservations_RVPark@bh lacounty.gov

eopen on July 6, 2020, with limited capacity. Three night minimum required. One reservation per

OVID-19, click HERE. For questions about Dockweiler reservations, contact Beaches &

OVERNIGHT FAMILY FISHING & CAMPING
Make a reservation for overnight family fishing and camping at Bonelli, Castaic, Kenneth Hahn, Santa Fe Dam, and Whittier Narrows, Events are held monthly
General admission $10/person, free for age 11 and under. Add all participants to reservation

OUR SPOT FOR TEENS
Register your teen for a free after-school program for ages 12-18. Our SPOT is a fun, safe and supportive place where teens can check-in daily, Monday through
Friday

2. Log in with your email address (instructor’s login) and password.

Already have an account?

Login

l Please ent

Password

™

reCAPTCHA
Frivacy - Terms

I'm not a robot

Forgot your login name?

Forgot your password?

Login

Don't have an Account?

Create New Account



https://apm.activecommunities.com/losangelescounty/Home
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3. Click on “My Account” in the upper right corner.
4. Under Instructor Services select “Payment Due”

= Account Activity * Account Settings
= Family Member's Schedule = Change Your Password
= Manage Wish List = Change Account Address or Personal Information
= Account Deposits List = Change Information about Family/Friends

Historical Transaction List
Transactions that Need Attention List

Scholarships List
Vour Gift Cards List ° List of Account Payments

* Payment Details

= Pay on Account

° View Account Payment Details

Current Registrations List
= Change Auto-Charge Payments

Tax Receipts

Watvers
List Saved Credit Cards

= Instructor Services

° Private Lesson Bookings

= Roster Brief

= Roster - Brief with payments
= Attendance Sheet

° Bign-in Sheet

* Online Services

Register for Activities
Make Reservations

Purchase Memberships

View Your Shopping Cart
Logoff = Enter Attendance

= Edit Participant Skills
= View Schedule

= Payment History

= Email Participants

5. Under Search Criteria, select Semester, Term and Activity.

Home Activities Reservations Memberships

Activity Roster (Brief)

w Search Criterias

w Select Activities

Select SeasonIAII Seasons .
Select Term IAII TermS.

Select L] Season Term Activities Activities Number
O SPRING 2020 - Afterschool Camp (June 2020) 6145
] SPRING 2020 - County Capers 6114
O SPRING 2020 - Test - Instructor Notification 6304
] SPRING 2020 - Test activity 6305
From: I

Transaction Date/Time

EB

Through: I
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6. Under Option, select desired filters.
7. Click on Run Report.

~ Options
Name Values

Regular Assignments

Substitute Assignments

Instructor Reservation Bookings
Include Payroll For R -
Regular Private Lesson Assignments
Substitute Private Lesson Assignments

Instructor Timesheet Payroll

Group Report by |Instrucmr

® Last month
O Year to end of last month
O custom

Report Date Range
From: I 7
To: I

Summary Report []

Do not Show Activities / Permits

O

‘Where Payment Due Adds Up to Zero?
Do not Show Up-front Payroll / Ongoing Payroll if no Data Defined? []

Output Type |Adobe Acrobat Reader




